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a. a Estabiisn Retention Schedule; record will continue to accumulate. 
b. 0 Dirmss of oresent accumulation: no further accumulation anticipated. 

' 4  
c 0 Amend Application No. -__ -_ f_  Check One: 0 Chaw; 0 Supercede; 0 Void 

L Datesot Series I 5. Records Series Title (followed by title uscd in office; if different) I !ariiest latest 
1975 , To Date REGULAR AND BEGINNING TEACHER STAFF DEVELOPMENT FILES - 

_ 1 _ L  .I-- - I - __ - 
What i o h e  funaion of thanivkion and *Office in which thi5wcord series is created? - _  1. Division a$ Office F U ~ O K  

. ~. - 
- .  . .~ __. .-  .. .~ ~ . . .  . ,  

.. .~ . ~ .. , - .  _ .  ! . -  
The Teacher Education and S t a f f  Development Sec t ion ,  Divis ion of 

S t a f f  Development, Office of Planning and Development, i s  r e spons ib l e  f o r  
providing f i n a n c i a l  and t e c h n i c a l  a s s i s t a n c e  t o  l o c a l  s choo l  systems and 
e d u c a t i o n a l  personnel  i n  t h e  a r e a  of s t a f f  development and education,.  
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I. Record Srks Dewiption This file Contains the following dodmentr limluda form numbenand titles, if my): 

Attach samples of the file. 
Dmuments relating to:providing f i n a n c i a l  a s s i s t a n c e  t o  e d u c a t i o n a l  personnel  i n  l o c a l  

s choo l  systems f o r  s t a f f  development. 

Indudedare: S t a f f  Development Program Applicat ion forms, Staff  Development Budge t  Shee t  
forms, F i n a l  Report  of Expendi tures  form, Approval Letters, S t a f f  Development 
f o r  Beginning Teacher Budget Sheet ,  Number of Beginning Teachers Report ,  
Letter of I n t e n t ,  Beginning  Teacher Approval Letter, and o t h e r  r e l a t e d  I 

documents and correspondence. 

~ ~. . .  .j i. . 1 

File irarranged: a l p h a b e t i c a l l y  by l o c a l  s choo l  systefi.: nah.e. ~. i .. ~ , \~ 3. 

I ,  
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I. e n t h l y  Referenca Rate 

One to. six months old 

, . -  How often are records referred to which are: 

ven to twelve months old a_; Thirteen to twenty-four months old L; 29 I ~ 

100 
. w h v - f i v e  'months and older - .--. 

; Other f-ify) - Lettw4te drawers --; Legal-size drawers 1- ; Shelves ___ 
~ . _ _ ~ _ _ _ l ~ _ l _ _ ~  

1. Annual Ram of Accumulplon of Remrdr $, 
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.~ . #1. Retention Rquirernents The following requires the series to be kept: *. . 

7 1. S t a t O h W  O . - - ~ ~ - - y y s .  d. Audit period years. 
b. Staturn of limitation ~ . 0 - --years. e. Administrative need 7 years. 
c. Federal law ---.-.--years. - ' 0  f. Federal retention instructions 0 years. 

Amch copy Dr gx@rt of.l~wsq'regulatio~~. :Explain adrninistrs_tiye need.. 

5 . .* 
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These files are needed for 7 years to perform the responsibilities- . I. 
of this unit in administering the staff development function and to provide 
assistance to local education authorities. 

-_ ~-____I_y_ - - -  -~ -- 

I2 Approved Dlsposition Instructions This agency recommends that t!w file cries be Cut$ t i t  the and of neb: '. , 
0 Calendar Yeac & Fiscal Year; 0 Other .---then, i 

, .  .- 

Hold in the current files area ---.month($) yearb); then 
0 Transfer to loco1 holding area; hold ---yearb); then 
n Transfer to Sute Reoordr Center; hold -5---year(s); then 

0 frJnder to State Archives for permanent retention. 
Destroy. 

, 
0 othrr (Specify) 

I > .  

. .  

Thes instructions apply to al l  prior and future accumulations of the series. 


